
Processes/ 
Procedures



IDP Demo – Supervisor 
Module

For Approving 
Training/Awarding CLPs



Click on the Supervisor 
Module to access your 
Supervisory IDP

IDP SUPERVISOR LOG-IN PAGE



If you are not currently 
listed as a Supervisor in 
CAPPMIS, this screen 
will appear.  Click on 
Create Profile.

HOW TO REGISTER YOURSELF 
AS A SUPERVISOR



Supervisors, Please read 
the Supervisory IDP 
Instructions below.  After 
you have read them, click 
on ‘Continue to IDP.’

HOW TO VIEW SUPERVISOR IDP



Here is another link to the 
Supervisory IDP 
Instructions!

HOW TO VIEW SUPERVISOR 
IDP INSTRUCTIONS



If you need to add a new 
employee, click on ‘Add 
Employee.’

HOW TO ADD A NEW EMPLOYEE



Enter the employee’s 
SSN and click Submit.

HOW TO ADD A NEW EMPLOYEE



Click on ‘Review’ to view 
your Employee’s requests 
for Planned Events.

APPROVING PLANNED COURSES



You have two options to approve a DAU 
Course:

1. Click the check box under ‘Approve Event’ 
and then check ‘Review Completed’

or

2. Click on the Course name
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APPROVING PLANNED COURSES



APPROVING PLANNED COURSES

First, click Yes or No to approve/disapprove the 
course.  

Second, Click 
Save.  



APPROVING PLANNED COURSES

Click on Review Completed 
if you have reviewed all of 
the Planned Events.

Click on Partial Review 
Completed if you want to 
finish your review at a later 
date

ACQ 101 has now been 
approved.  



REVIEWING COMPLETED COURSES

Note that the review status 
has now been updated to 
Current.  

Next,  you will want to 
review Completed Events.



Second, click Post CL Points  

First, check the box

REVIEWING COMPLETED COURSES



Make sure that the CL 
points requested are 
accurate.

If your employee 
requested the incorrect 
amount of CL points, you 
can change it to the 
correct amount here

After you correct the point 
value, click Save

REVIEWING COMPLETED COURSES



HOW TO CHANGE CL POINTS FOR 
COURSES ALREADY APPROVED

First, click on the Employees 
name



HOW TO CHANGE CL POINTS FOR 
COURSES ALREADY APPROVED

Next, click on Completed Items



HOW TO CHANGE CL POINTS FOR 
COURSES ALREADY APPROVED

Next, click on Change



HOW TO CHANGE CL POINTS FOR 
COURSES ALREADY APPROVED

If the point value requested is 
incorrect, type the change here

Then click on Save Changes 
when you are done
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HOW TO CHANGE CL POINTS FOR 
COURSES ALREADY APPROVED

If you changed the 
CL Points, the new 
value would be 
displayed here

Then click on Done 
when you are 
finished



HOW TO CHANGE CL POINTS FOR 
COURSES ALREADY APPROVED

Then click on Done 
when you are 
finished



VIEW YOUR EMPLOYEE’S ACRBs

You may view each of your 
employee’s ACRBs by 
clicking on View



Senior Rater Potential 
Evaluation

(SRPE)



Ratee

SRPE Detailed Instructions

•Request verbally or via e-mail

Rater
•https://rda.altess.army.mil/camp/cappmis/modules/srpe/assets/documents/ 
2007_Final_SRPE_Supv_Instructions.doc

Senior Rater
•https://rda.altess.army.mil/camp/cappmis/modules/srpe/assets/documents/ 
2007_Final_SRPE_Sr_Rater_Instructions.doc

http://asc.army.mil/docs/policy/SPRE_policy.pdf
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